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ABSTRACT 

The United States Training and Employment Service 
General Aptitude Test Battery (GATB), first published in 1947, has 
been included in a continuing program of research to validate the 
tests against success in many different occupations. The GATB 
consists of 12 tests which measure nine aptitudes: General Learning 
Ability; Verbal Aptitude; Numerical Aptitude; Spatial. Aptitude; Form 
Perception; Clerical Perception; Motor Coordination; Finger 
Dexterity; and Manual Dexterity. The aptitude scores are standard 
scores with 100 as the average for the general working population, 
and a standard deviation of 20. Occupational norms are established in 
terms of minimum qualifying scores for each of the significant 
aptitude measures which, when combined, predict job performance. 
Cutting scores are set only for those aptitudes which aid in 
predicting the performance of the job duties of the experimental 
sample. The GATB norms described are appropriate only for jobs with 
content similar to that shown in the job description presented in 
this report. A description of the validation sample is included. 
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STAND.RDIZATION OF TAS GENZRaL APTITUDE TES? BATINRY 


FOR... 
CHEO:ER (Clericel) II 209,6a8..:+. °° NAIL-CLTRX (Clerical) 937,599 
- ., 13M CODIR 219.388 a: 4 
INSERTER (Clerical) 230.887. “$.- 
...  WIPTGR OPESPR OPSHATOR 231,588. SORTER (Clericel) 209.688 
on : . 3 ‘Sunnar 


‘The entire CATS with the exception of Pert B was edministered to 64 workers 
6 nen and 60 vemen, empleyed by the Swiss Coleny of Konroe, Viscensin as 
“—--—-— Cheexers, IEM Coders, Inserters, Letter Onener Operstors, tal erks, 
Meil-Crdcr Clerks, Mail Sorters, or Sorters, Ten employees worked inter-= 
chanzeably es Checkers, Mail-Ordor SJerics, end I3M Coders; 30 worked 
interchong2ably as Insertars, Sortors, Nail Sorters, Heil Cler’ss, and 
Letter Opener Operators; 26 woreda interchengoably in ell eizht occupa 
tions, “he GaTB was acninistered to this group to devolop test noriis 
| for these occuwretions. The critoria consist of supervisory retinzs of 
| all the workers. <A qualitative end strtistical enalysis of the data 
| resulted in the recomnendetion that OAP #14 de used as test norms for 
: thes? occwvioi.s, 
| 


Norns for (.ecker Il .o99 egg 2nd the other Clericrl Occuvetions, 


Table I shows the minimum acceptable score for exch sptituce included in 
ne test norms. for B=257., 
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Technical Report 
dy ong 


This study was conducted. to determine the best combination of sptitudes ond 
mininun scores to be used as norms on the Generel Aptitude Test Battsry for 
the occuptions of Checker (Clerical) II 209.688, IBM Coder 219-388 | In. 
serter (Clerical) 230.887, Letter Cponer Operator: 231.588-) Mail Clerk 


. (Clerical) 231,588... = 


1-13.01, and Sorter (Clerical) 209, 688, ¢ 


Sanple 


Tho finel experimental samplo consisted of 66 workers, each enployed on two 
or more of the jobs of Checker (Clerical) II, IBM Coder, Inserter (Clericrl), 
Letter Opener Operator, Mnil Clork (Clericad, Mail-Order Clerk, Meil Sortoy 
(Clericni), end Sorter (Clerical)... Originally, thore was a total of 99 
workers in tho experinentel sample, but 33 were eliminated, 11 beceuse yer- 


- sonal feelings affected the critcrion ratings and 22 because of age, OF 


the final total of 66 workers, e were employed in two or more of the three 
jobs of Checker (Clerical) II, IEM Coder, and Mail-Order Clerk; 30 were 

employed in two or more of the ee jobs of Inserter (Clerical), Letter Cpen~ 
er Operator, Meil Clerk (Clerical), Mail Sorter (Clerical), and Sorter (Cleve 
‘deal); end 26 were employed in two or more of all cight jobs, Because of 
the sinilcrity of job duties and eptitudinal requirements, and interchange 


ability of the workers, the group of 66. workers was considered @s one occu- 
petional szaple, 


Oneweelx is considered to be the training tine, fox’ any one jod. The workers 
in this sample were selected on the basis of a personal interview. A high 


. school educns tion was Mesirabie but not necessary, 


Table II shows the meens, standave Sevtabtonels renges, product-moment 
correlations with the criterion corrected for broad categories, and the 
standard errors of correlation for age and.educstion for the total sample, 


TABLE II 


Means (M), Standard Deviations (co), Renges, 
Product-Hozicnt Correlations with tho Criterion, 
Corrected for Broad Categories (or), and 
Stendard Errors of Correletion (0,y) 
for Age and Zduertion 


Checker (Clerical) II 209.688 Mas Clerk escriuash 1231 588 
ISM Coder 219,388 : _ x 
Inserter (Clerical) 230,882 3 
Letter Opener Operator231.588 © Sorter (Clerical) 209.668 


Age (years) 32.9 
Education (years)! 12.1 
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The correlation of ,714 between age and the criterion with a standerd error 
of .111 indicetes that there is a slight tut reliable tendency for older 
workers to be rated higher, Ko relationship exists between education and 
the critorion, No data wore available on experience, It was knowm, how 
ever, thet most of the younger workers had woried only one season and tnat 
- the older workers hed vorked nore than one season, Therefore, it can doe 
pssuned thet the nore exverierced workers yere rated slightly higher than 
the less «xperienced workers, Lack of experience data and the type of 
critérion data precluded statistical correction to elininete the influence 
‘: of experie:ice, 


Job Analysis 


A Sane 


Note: Tho workers in this sanple were shifted from one jcd to anothcr with 
all worl:ers enployed on tyvo or’nore jobs. The job of Lotter Opener Operator 
is an additional duty of the Mail Clork, 

Job Title: Clecker (Clerical) II 209.688 
, Job Sumery 

Checks 6atey, on giftee snd buyers! IR cards ageinst same data on original 
order, nelcs corrections and performs miscellancous duties such es sorting 
and filin:, 


Work Perforned 


May perforn any or all of the following dutics: 


1. Onocks giftee IBM cerds ~ checks items such as order nuaber, nana end 
address of giftee, pack nunber, and sorting code for asreenent with 
svie data en original order; makes necesssry corrections in red poncil 
and returns to key punch operator for revision, 


Checks buyers! IBM cards — checks items such as order nwnber, neane «nd 
address of buyer, money code, casn velue, type of remittence, ang sort- 
ding ecde for agreensat with sane data on origin-l order; eakes necessary 
corrections end returns to key punch eperetor for revision. 


Pulls product cards ~ pulls profuct IEM cards from file accordin; te 
ascortuent pack nwibers on giftee cards, pleces product cords benint 
giftes cords and sends cards te I2M operntors who neke ISM shipping 

cards end labels, ‘ 


Order breakdown — checks pairing of shipoing lebols end ISif shipping 
cords; trensfers multiple assortment pack nunbers and other special ia~ 
strvctions fron shipping label or criginel order to ISM shipping cerd 
with red pencil; attaches typed gift cards to shipoing dete with clip 
where reouired; files checked and assembled shippins dota by future 
deliver date; removesshipping data from. files on epproprinte dates, 
sorts by eassortient peck number end forwerds tc shivoing depertnent. 
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Job Title: IB Coder 19,388 

Jobo Suaaarys 

Codes routine or¢ers for checsa received from meil readers or mail sortors 

to indicsta itens to be ISM key punched for further processing into 12% 

shipping order cards, giftoe nerdy buyurs! cards, labels, , SEVOR EOE» credit 

menos, ond orcor rogister, | a 

Work Perferned 

1. Enand stonps coding format on order for each giftec listed. 

2. Enters sequoncs nunber end cheese assortment nwabder (pack nunber) +o do 
shipped end indicates future saipplag dete for eech giftee from razer- . 


enco to special chart of shipping tings to the 4g states. 


3. Indicates with red pencil me IBZ is to sane Aupiier te cards ae cross 
file a firm and an individual, 


- 4. Enters amount and method of reniticnce which was included witn order, 


using wwicricel code to signify chick, money order, ctc, 
5. Recavs enowit of total order dy peck nuuber end records on order. 


6. Receps nunber of preks to bo sent end nunber of seporate adfressus ine 
volved, pnd records -t bottom of order. 


7. Indicetes in red pencil whethor dictated Icttor or form letter of ac- 
knowledzement is necessry, 


8. Initiels or der to identify person who coded it. 


“Job Title: Inserter (Clerical) 230 .887 


Job Sumnery 


Stuffs advertising literature into eadressed onvolopesend piles en trole ia 
orderly feskion. Assembles ons copy  ench of form letters, advertising 
brochurs, en¢. combination orcer dlank and returns e.velepe in prearranged se- 
quence, and stuffs into eddressed envelopes, Worse from three piles of mitcrinl 
supplied by stock clerk. Must be sure All three pisere of literature ero in~ 
cluded and also thet no duplicrtion occurs, 


Job Title: tril Clerk (Clericel) 93, sag 
Letter Opener Operator 99) sag 


Job Suanry 


Opens deily nil by hend or machine, removes contents end srranges mail for 
further processing. Sorts neil into various sized catesgorias and seperntes 
certrin spocified types of mail which sre not to be opancd, Adjusts and 

operates electric letter opening aschine to opon etenderd sized nail, Cvrens 


0 


en EEeEenenenenmen 


~ odd sized moil by-hend, Renaves ‘contents end clips various pieces of com 


ow 
I 


tento tocethor plecing renittances such as checks and money orders en top. 
Cheeks addresses on envelopes for clues to advertising cede end places codo 
in upper right hend corner of correspondence, Stanps date received on oll 
meil, Crrries stecks of mail to sorter's table. Folds, stuffs,and stamps 
outgoing meil, 


¢ 


- Job Title: Mail-Order Cleri: 


Jod Sumiary 


Reads sorted orders in one of several processing cetegories te deternine 
further action necessary, mskes provisions end notations concerning handling 
of orders, oud passes on to IBM Coders or proper a ia a for further 
processing. 


Work Performed 
May work en any of the following classes of orders: 


1, Orders from firms — checks firm's eredit rating in Dun end Bradstrect 
where no remittance was received; determines advertising code by check- 
ing buyer's letter of inquiry or looking up previous semple order; mokes-..-. 
provisions for following all instructions regerding hené@ling of order 
end acknowledgements by making eaprrepriete notations or attaching proper 
colored cerds to orders; makes provision fez recording shipping infor- 
mation on lerge orders; indicates whether form ~r dictated letter of 
acknowledgenent in to be sent. 


2, Orders for Cheese-of-=the-Scason ~ same trentnant as 1 except nakes no 
provision for MECOREINE chipping, informrtion, ° : 


3. Orders froin Tndividuels -.nekes provision for following pil instructions 
regerding hendling of orders-ond in addition performs the following: 


a. Swiss Colony Order 3lanks ‘ithout Remittance - indicates whether to 
go ahead end fill or¢er or write for confirmetion of order. 


ob. General Cerrespondence With Remittance — indicates whether forn or 
dictsted letter of acknovlodgenent should be sent. 


ce. General Correspondence ithout Remittance — indicstes whether to 
go eheed and fill order or refer decision to higher-ups, 


Selects out orders from renowned people for special hendling. Checks price 
of itens ordered ezeinst pack number for agreencnt, 


Job Title:* Neil Sorter (Clerical) 


fod Sumery 


Sorts treviously ovened neil into several office srocessing ertegories end 
distributes to proper cepartment, - 
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Work 4 Perforned 


“2, Sorts neil into the following categories: 
‘a. Orders fron firms 

b. Orders for cheese-of~the-season 

c, Orders from old customers 


” a. Wholesale orders ‘ re y Sy é 


em 


et 


IV, 


e. Orders from individuals 
(1) Oa Swiss Colony Order blan':s with renittance 
(2) On bwiss Colony Order blanks without remittance 
(3) On general correspondence with yenittance 
(4) On general correspondence withcut renittance 


f. Orders for Fishbait ‘ 

g@ “General Correspondence 

(1) Inquiries such'as prices of cheese 

(2) Invoice paynents - 
-(3) Accounts peyable 

(4) Complaints . 

(5) } fiscelleneous ane | 


2. Carries stecks of sorted mail to eppropriete nail reader, IBM coder, ad - 
justment bureau or other PSSREAEN | 


Jeo Title: Sorter (Clerical) 209.688 
Job Sunnary 


Sorts senled and addressed pieces of nail by city end piles on table in 
orderly fashion for tying in tying m-chine. Sorts pieces of meil from any 
one state into four alphabetical froups by first letter of city and sinul- 
tencously throws pieces for very lerfe cities into separate piles, Re-sorts 
.each alphabetical group by city, cross=piles sorted groups of pieces for 
each city having & or more pieces, Throws remaining mailing pieces for 


senttercd locetions into miscelleneous pile, 
») 


Experinental Bettery . 


All the tests of the GATB, with the exception of Pert 5, were ) administered 
to the sanple group. 


Criterion 


The oriteria used in this study are supervisory ratings. The ratings rensed 
from A+ to F, the median being 3, The workers were rated and subsequently 
divided into threo groups, according to their ratings, Those receiving re~ 
‘tings of A- or higher were placed in Group A; those receiving ratings of C+ 
to B+ inclusive were placed in Group 3; and those receiving ratings of C or 
lower were placed in Group ©, The wor'ers were reted by their supervisor in 
two occupational groups, One group of 36 workers included ratings of the 10 
people employed interchengeably as Checker (Clericel) II, IB Coder, end 
Mail-Orde> Clerk plus the 26 who were employed interchengeably on all eight 


¢ . 


jobs, The second group included the 30 enployed interch caumentie es aoe 
serter (Clcrical), Letter Opencr Operator, Hail Clerk (Clerical), | 
Sorter (Clerical) and Sortcr (Clericr1) plus the 26 who vere erp los 28, sia | 
terchangesbly on ell ecight jobs. | 

i 


Secause of the icentity in the method of rating in both groups, and the 
‘consistcncy of the retings of tise 26 people rated-in both grouns, it wes 
posridle to combine the criteria of the two groups. The 4O peopl» wr vers 
_j< Yated on only one grovp of jobs reteined their originel retings of a, =, cF 
"©, Tho 26 workers who were rated on doth grovps of jobs received sonidincd 
rotinzs of AA,.453, BB, BO, and CC to reflect the rating received for are 
aw. group of jobs, Yo worker received a conbin:d rating of aC, Those wi.o ov 
: teined a condined rating of 4A were inclured in Group A; those receiving 
ratings of a‘, BE, end 20 were included in Group 3; and those Reset one oe 
conhiaca rating of CC were included in Group C, This resulted in Grew, A 
hevins; 18 workers, Grovp B having 53 voriers, snd Group © heving 15 + rOn%2 tors, 
—___. The-criterion wes corrected for breed cxtagories which resulted in a score 
of 62 for Group 4, 49 for Group 3, end 37 for Group ¢, 


| 
! 
VI, Statisticnl end fe lite tive Annlysis 
Table III shots the means, stenderd deviations, etendrrdizee moans, strand 
erdized steiderd devirtions, product-no:ent correlations with the eritericn 
corrected for broad catogorics, end steuderd crrors of correletion fcr (6a.c. Py rt 
‘+ test of the GATS for this sample of ‘clerical occupyt.ons,. 
TABLE III 
( # opis, (31), Stondora Deviations (0), Stonderdized 3 ieans (2), 
Standardized Stenfarda Deviations (o'), Product-“oment Correlations 
with the Gritérion Corrected for Erond Categories (er), and 
Standerd Zrrors of Correlation (dgr) for esch Test 
hs. of the General aptituce Test Zettcry 
: 
' Cheekor (Clevicel) II 209,688. Mail Clerk (Claricel) 231.588. 
IBM Coder 219.388 , 2 ee < 
Insertor (Clericel) 230.887 J ; ; 
Lotter Operer Operator 44, cag a Sorter (Clerical) 209,688 


ZI 


| 
| 
| 
1 

| 

A Tool Hatching 25.0 5 i 

B Wane Conperison p28 15.0 | 

C H Marking u7. 6.2 

D Comovtetion 31.5 6.3 

F Two-Din, Space 25.1 Tad 

G Speed 138.8 L763 

H Threo—Din, Space 19.9 . 5.4 

I Arithnetic Reason, 11.8 39 

J Vocabulary 25.9 9 

K Mark Meking 76.0 6.7 

L Forn Matching 28.9 Tel 

KM’ Pleco 91.9 7.9 | 

N Turn 105.5 e | 

0 Assendle 29.2 36 

P Disnssenble 30.4 3.9 


7 
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_- Table IV shows the means, stendeard deviations, product-moment correlations 

with the criterion corrected for broad categories, end stenderd errors of 
correlation for each aptitude of the GATS for this snanple. 


TABLE IY a 
4 eons (M), Standard Devietions (0), Goreniatians 


with the Criterion Corrected for Broad Categories ( fF), 
and Standard Errors of Correlation (ogr) for Eech 


4 ® 
Kas Aptitude of the General Aptitude Test Battery 
Ae Checker (Clerical) IJ .209,688 Mail Clerk (Clerice!) 94; seg ec 
- IBM Coder - 7219,388 he 50 Ag bad — 
Inserter (Clerical) "230,887 
Letter Opener Operator 23),.588 * Pe Sorter (Clerical) ° ona egg . i 
: . ; : qo : : sc area . ‘ q 


Aptitude 


Intelligence , a ee : | 
Verbal Aptitude 

Nunerical Aptitude 

Spatial Aptitude 

Form Perception 

Clerical Perception .- 

Aining . ' 

Motor Speed 

Finger Dexterity 

Manual Dexterity 


sy rounsa<da 


The statistical results were interpreted in the light of significant apti- 
VBA ESSERE: as indicated by the job analysis data. 


On the basis of the job analyses it appears that, of the aptitudes measured 
by the GATB, aptitudes Q (clerical perception) and T (motor speed) sre the 
important aptitudes for performing duties of the jobs described, Aptitude 
Q would be.involved in checking numbers, names, addresses, and coces, etc., 
while aptitude T would be involved in handling orders, cards, and mail 
rapidly.:. ; 


Although a.minimel amount of Gis probably required in the jobs, a hizh 
amount of this aptitude is not indicsted in the job annlyses for jod per- 
fornance, Aptituce N (except for one calculation to see if remittance 
covers cost)" ‘does. not appest as important as 8 for checking nunbers ond 
codes, ete. + 

Table IV ABELORS EE fee pptituies A aiid T correlate significantly witn the 
criterion at the 5G. level of confidence, The correlation coefficients for 
these aptitudes ere . isles and ,2gl, réspectively, 


- 9+ 


— Aptitudes @, A, end T warrant further consideration for inclusion in the 
Pl finol norms, Aptitudes Q and T were chosen for inclusion becavse of thoir 
importance to job perfornence es indicated by the jebd anelysos, end, in ad- 
dition, aptitude T correlates significant)v with the criterion, Althov th 
aptitude A correlates significantly with the criterion, it was not included 
in’ the final norms becouse it does not add to the selectivity of Q and? 
‘end “ocs not spyerr to be significant according to the job anélysis. AP 
#19 (Q=100 ond T=100) elready covers some of the jobs included in this 
study and has cutting scores not too fer from one standsrd seviation below 
- the obtained means for aptituces Q and T. Accordingly, a tetrachoric cor- 
relntion coef ficieat -w2s computed to determine the relations ship between 
OAP #19 and the criterion, Criterion groups A and B were considered "high" 
and: Grow) C was considered "low, .No significant relationship was found 
between OAP #19 ené the criterion,for the sample of 66 workers. 


Since Tsble II shows that age correlates significantly . 314) with the cri- 
terion, it was believed that the influence of age on the criterion might be 
tending to lower the tetrachoric correlation coefficient between the norns 
of OAP #19 end the criterion, In order to lessen this influence, it was 
decided to con ute the tetrachoric correlation coefficient between the norns 
of OAP #19 ond the criterion for workers U5 years of age end wider. Seven 
‘workers (6 to 52 years of age) vere eliminated, leaving e. sample of 59 
workers, Criterion groums A and B were considered "high" and group C con~ 
‘sidered "low", Tadle V shows the relationship betweon OAP #19 and the erite- 
rion for the semple of 59 workers 45 years of PEC end under, 


TABLE V 


Nunber of Workers 
45 Years of Aze and Under 
in High end Low Criterion Groups 
who Pess and Fail on OAP #19 
Q=100 and T=100 


Checker (Clerical) II. 999,08 Mail Clerk (Clerical) — ao1 sag 

IBit Coder 219,388 : ase 

Inserter (Clerical) 230.887 oe +4 

Letter Opener Operator | ~231,, 588 Sorter (Clerical) “907,688 
N=59 


e 


Yorms 


Table V shows that OAP #19 eliminates approximately 34% of the senple. 73% 
of the workers in the high criterion group pass the norms and 57% oz tre 
workers in the low criterion group fail, The tetrachoric correlation coctf- 
ficient of 47 with a standard error of ,23 indicstes that OAP #19 hes good 

P predictive value for this sanple of clerical occupations. Tho Chi Sousre 
of 3.17 which yields a § value of less than ,05 indicates a high degree of 
probability that tho relationship Donen OAP mg. end the cri¥erion is sig- 
nificant, 


: * Gondlnetons 
On the basis of all censiderations discussed above, it is recommended that 
Aptitudes Q and T each with a minimun. acore of 100 be used as GATB norms for 
the occupstions of Checker (Clerital) II 209,638 IBM Coder 219,388, In~ 
 serter (Clerical) 230.887, Letter. beens, Operator 231,588 , Mail Clerk 
(Clerical) 231.588 : , : 
4 . and Sorter (Clerical) ° 209.688, 
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